Timesheets and Payroll

There are 2 pay periods per month:

+ 15t through 15% of the month a
==
+ 16" through last day of month

Current wage In Placer County is $10.50

Timesheets are due on or after last day of the pay period
Do not turn in timesheets early

Do not claim hours while recipient is in hospital

Complete and turn in W-4 form



Timesheet — 2 Page View
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Timesheet — Sample

" Write numbers clearly in Y No writing in )
the hours and minutes time

entry boxes — use black ink boxes marked

Turn over Jreeem.




Keep Numbers Simple

Scanning equipment will be “reading” the timesheet.
It is important that you “print” numbers simply and clearly.

J

If numbers are not written
clearly on the new timesheet,

your paycheck will be delayed.

Call IHSS Payroll to iIssue a new timesheet



Record Time In Hours and Minutes

»No leading zeros in the hours boxes.

»Always include zeros in the minutes boxes, If applicable.

>|f you forget to put a 0 in the 2"d box for 10, 20, 30, 40,
or 50 minutes it will read as 1, 2, 3, 4, or 5 minutes.

HOURS MINUTES
8 hours 50 minutes 3 ) o
No Work
10 hours 30 minutes

6 hours 15 minutes

7 hours 5 minutes
6 hours 40 minutes




Incorrect Timesheet #1
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Incorrect Timesheet #2

Writing numbers too big — going outside
time entry boxes — not very clear writing
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Incorrect Timesheet #3
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black — not very clear writing | poyeers
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Timesheet — Correctly Completed

4 A

| One number per box
and kept inside boxes

N y

-
Writing clearly and

using black ink
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Timesheet Processing

Timesheets mailed to Timesheet Processing Facility (TPF) in Chico, CA
An envelope with the pre-printed address included with each timesheet.
If you lose the envelope, the TPF address on back of timesheet.

Only one timesheet per envelope, do not include notes.

Timesheets must be submitted on or after the last day of the pay
period.

The state has 10 days to process a check once the timesheet has
been received. Paychecks are mailed from Sacramento.



STILL HAVE QUESTIONS?

Get Information about your timesheets and
payments

24 hours a day, 7 days a week by calling

IHSS Self-Service Line
1-866-376-7066



